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1 Overview

1 Overview

The main objective of the dissemination service of ISO and CEN documents to National eCommittees
Lite (NTCLite) server described in this user guide is to automate the dissemination process and to
provide ISO and CEN documents in the shortest possible time and with the highest degree of reliability
to national stakeholders in the countries of ISO Member Bodies and CEN members respectively.

1.1 Scope of disseminated ISO documents
1.1.11SO documents

The term ISO documents refers to all documents developed within ISO committees and/or working
groups, beginning from a New Work Item Proposal to DIS and FDIS documents, but also comprising
minutes and resolutions of committee meetings, reference documents used in standardization and other
documents developed or used within ISO committees or working groups.

The service does not include the dissemination of published ISO standards or other final 1SO
deliverables. Other documents which are not open to the full membership in ISO committees, such as
documents developed within advisory or other special groups can be excluded from this dissemination
service.

1.1.2 CEN documents

The term CEN documents refers to all documents developed within the CEN Technical Committees
(TC), Sub-Committees (SC) and/or Working Groups (WG), beginning from a new Work Item proposal to
Enquiry and Formal Vote/UAP documents, but also comprising minutes and resolutions of committee
meetings, reference documents used in standardization and other documents developed or used within
TCs, SCs or WGs.

The service does, however, not include the dissemination of published CEN standards or other final
CEN deliverables.

& In the rest of this document ISO and CEN documents will be referred as international
documents.

1.2 Conditions for the document dissemination service
1.2.1 ISO document dissemination:

The specific scope of ISO documents disseminated to national stakeholders through the NTCLite server
depends on the participation of the ISO member of a particular country in ISO committees as a P- or O-
member (or holder of the secretariat). If an ISO member does not participate in an ISO committee, then
the documents of this committee are not included in the dissemination to national ecommittees.

If a member body is a P-member in an ISO/TC or SC, the documents developed within a working group
operating under the ISO/TC or SC can also be disseminated to national committees of that ISO member
body. If the member body has the status of an O-member, this is not the case.

1.2.2 CEN document dissemination

As all CEN Members may participate in all CEN committees, documents in all TC, SC, WG committees
are available for dissemination to National eCommittees for all Members.

NTC Lite User Guide helpdesk@iso.org
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1 Overview

1.3 Limitations of the dissemination service using the NTCLite server

The NTCLite server is only meant for the dissemination of international documents to National
eCommittees. It is, however, not possible to upload national documents, create national folders or
undertake other activities which are of a purely national nature.

1.4 Audience of this User Guide

The present manual targets two different audiences:
e User Administrators (UAS)
e National secretaries (of national committees)

1. The UAs are responsible for the management of the national committees: they may create, update
and inactivate the definition of these structures in the Global Directory. They are also entitled to create,
update and inactivate users and assign their specific roles in the National Committees.

2. The National secretaries are allowed to manage the disseminated documents on the NTCLite
server: they may delete/restore these documents or modify their attributes.

1.5 NTCLite Roles and Permissions

1. User Administrators (UAs) have full visibility on the Global Directory of all national committees and
corresponding ISO/CEN committees and WGs. They have permission to create national committees,
map them to ISO/CEN committees and register and assign users as members of the national
committees.

UAs also have view access to all the national committees and international documents on the NTCLite-
server. They can define filters to exclude certain types of documents from all national committees.

2. National secretaries have the permission to see all international documents which are related to
their national committees. They also have the permission to delete international documents and folders
from the national domain with the option to restore them again afterwards (see 7.3.2). They can rename
folders or file names of international documents (e.g. translate them into their national language) and
have the permission to assign national attributes to international documents. Also, the national
secretaries can define filters to exclude certain types of documents from their national committees.

Secretaries have also the permission to see the folders/documents of child, parent and peer committees.
See chapter “5.3.1Transversal roles on Committees, Sub-Committees and Working Group” for more
information.

3. National secretary support team has exactly the same permissions as the national committee
secretary.

Secretary Support Team has also the permission to see the folders/documents of child, parent and peer
committees. See chapter “5.3.1Transversal roles on Committees, Sub-Committees and Working Group”
for more information.

4. National committee members can view and access national committees and open the international
documents stored under an ISO or CEN/TC or SC or a working group which are mapped to a national
committees.

5. National observers have the same permissions as the national committee members

NTC Lite User Guide helpdesk@iso.org
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6. National chairpersons have the same permissions as the national committee members. But they
can also use the Email to member feature that is described in more detail in chapter “5.1.3 16Email to
Members”

Role summary:

National NEUTEL
Secretary Member/Observer
Support team and Chairperson

User National

Administrator  Secretary

Setup national

committees in GD v X X X
Register and assign users v x x x
to national committees

Set document filters v v v X

Remove mapped
documents/ folders from X v v X
national committees

Send document

notifications X M M X
Change international

document/ folder names X v v X
Edit national attributes X v v X
View international v v v v

documents

Table 1 — National roles summary
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2 Management of National eCommittees and assignment of national users

2 Management of National eCommittees and assignment of national users

2.1 National eCommittees creation and setup

National committees are created and managed in the Global Directory. During the registration process
of a national committee, it has to be mapped to one or more ISO and/or CEN committees and/or
working groups. The User Administrators (UAs) of a country create the national committees and its
mapping to international or regional committees.

Users of national committees are also registered and managed on the Global Directory and then
assigned to the national committees as their members. The way of registration is identical with the
registration and assignment of users to ISO and/or CEN committees. In both cases the users are
registered by the UAs and subsequently assigned by them to the respective national committees.

Please refer to section 6.3 Manage National Committees and roles in national committees of the
Global Directory 3 — Guide for User Administrator for detailed instructions on how to:

1. Create a National Committees
2. Map a National Committee with ISO/CEN committees

3. Assign users to a National Committee

NTC Lite User Guide helpdesk@iso.org



2 National eCommittee D EEEENI—F DIEE

2.1 National eCommittee DR EELHRTE

National eCommittee(dZ B—/\LTAL VM) DPICEBESNEEINDG ENZERXOFFHIBREICHENT. 12X
[FEBDISOR Y/ XIFCENEER R/ RIIWGIZHIE I 15N TWORIFNIFAESEN, ElD1—H EEEUA)
. BNZEERZHEL. ThZERZERXIMHEZERITHIE DTS,

ERZEENI—H170—NILTALIN)TER - EESN. BEREZEERITAON—ELTHEESND, BiRA
EILISORY/ RILCENDEEEADI—HEF-TBEAELALTHS, WTIDFEL, 1 —HFIFUAIZE-
TEHIN, RIZ. ZEITIERZERIHEESND,

LLTRIZDWLTOELLYVARIZ DL TIE. Global Directory 3 — Guide for User Administrator (' B—/N LT 4L 49 R)3
S A—HEBERAAR) DY 3> 6.3 Manage National Committees and roles in National Committees (EANZES
RLERNERRICHITEREFEETE)eSBTHL:

1. BREERFRET S,
2. ENEZEEL%ISO/CENEELEXEDITH,

3A—HEERNZERICHEET D,



3 Logging in and Logging out of National eCommittees Lite (NTCLite) ENEGTGcGIB

3 Logging in and Logging out of National eCommittees Lite (NTCLite)

3.1 Logging in

You will receive your username and password by e-mail after your initial registration in the Global
Directory by your Member Body. Please click on the link provided to setup your password.

Once you have setup your password, please follow the below steps to login.

a) Start your Internet browser and open the following URL: https://login.iso.org
b) Click on National eCommittees Lite (NTCLite)

Welcome to 1SO Electronic Applications portal page.

This page lists web-based applications that can be securely accessed with a single login.
You can find mare information about SO applications on the official 1S0 website.

& Event Notifications

&0 Electronic Balloting

& Global Directory

& |SOTC Server

@ Meeting Management

& Project Portal

& Submission Interface

Manage notification reports on changes in the 13S0 system.

Support  of consensus feedback processes in SO
standardization.

Central repository for managing committees, organizations,
users and their roles for international, regional, and national
waork.

Document management systems for the collaborative
development of standards.

Suport 50 committees meetings organization.

Aggregated project status information for 150 committees and
member bodies.

Support of file and project data submissions to the IS0 Central
Secretariat

[ @ NTCLite

Home

= List of applications
)] Help

Contact helpdesk

Actions

S¢ My settings

Administration

B Dashboard
L_c_.} Notification messages

&b statistics

Dissemination of IS0 documents to National Mirror Committees. ] «

Figure 1 - Sign into application

& In order to be able to login to National eCommittees Lite Server you need to be

- registered to a role in a national committee (national secretary, national support team,
national chairperson, national committee member or national observer). UAs will have
view access to all national committees in the National eCommittees Lite server.

c) Enter your username, password and select the acronym of your Member Body

NTC Lite User Guide

helpdesk@iso.org



3 National eCommittees Lite (NTCLite)(DA4& 4> Q45 7ok

3.1 agqy

LEFKICEH>TTO—NULTALIMIZERAIEFIN&R, 21— RENRT—FHEA—ILTREL, RiftSh

=299y Il IRRT—FR%&

RET Do

INAD)—RZEBRTEL=L. LTORTYTEHATOT AT 5,
a) AUA—RYNISHOFERHL. ROURLERIK: https://login.iso.org
b) National eCommittees Lite (NTCLite) Z9')v93 %

Welcome to 1S0O Electronic Applications portal page.

This page lists web-based applications that can be securely accessed with a single login.

You can find more information about SO applications on the official 15O website.

& Event Notifications

@ Electronic Balloting

& Global Directory

& |SOTC Server

& Meeting Management

= Project Portal

@ Submission Interface

Manage notification reports on changes in the 150 system.

Support of consensus feedback processes in 180
standardization.

Central repository for managing committees, organizations,
users and their roles for international, regional, and national
work.

Document management systems for the collaborative
development of standards.

Suport IS0 committees meetings organization.

Aggregated project status information for IS0 committees and
member bodies.

Support of file and project data submissions to the SO Central
Secretariat.

l"“"j NTCLite

Home

= Listof applications
Z)) Help
1= Contact helpdesk

Actions

F¢ My settings

Administration

B Dashboard
[ Notification messages

g8 Statistics

Dissemination of IS0 documents to Mational Mirror Committees. ] «

1- PA)r—av~pHAvq4y

& National eCommittees Lite H#—/NIZO0 1> BIEIZ T BIZIL, EANEE RIZH 1B RE (EHHNEFE, F
= RYR—IF—L, FRER. FRAN—, BT T = DT HD) [ZEREINBBED BB,
UA [, National eCommittees Lite F—/VAD T N THDERHNEE L ZEE TEFB,

o A—H&. NRT—F FHETIEEAKDEIFEANT S,



3 Logging in and Logging out of National eCommittees Lite (NTCLite) ENEGTGIB

Username: |

Password: |

- Member B‘-miv:- E

L8 1 don't know my USEMMSMme. ..

%2 1 have lost my password. ..

¢ Contact helpdesk

Figure 2 — NTCLite login screen

& Please note that both username and password are case-sensitive, i.e. they have to be
entered exactly as provided.

d) After login, you will be directed to your National Committees’ home area. Click on Committee
workspace to list all your National Committees.

~| B copy | 3 Move | 3% Dekte | 03 Zip& Downlosd | [] Zip&Emal | % Prnt || [] Nty |
Size Modified
] £ Committee workspace (=] 11tem 2013-02-07 17:05
)
| By Copy | 5 Move | 7% Dekte || 2]  Zip & Dovmload | [] Zip&E-mai | (% Print || [] Notfy |

Figure 3 — National eCommittees’ Committee workspace

|5 commitee home |+ 053

[ %W| %ove| %Deleﬁe| ‘Djﬁp&l}ownbad| l‘_‘A"Print|

[ & Natonal Committee 01 %

] & national Committee 02 =1
[ & Natonal Committee 03 H®
[ 4 Natonal Committee 04 1%

L Py |%om | %Deleﬁe | ‘Djﬁp& Download | (54 Print |

4items

Figure 4 —List of National Committees

helpdesk@iso.org
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Username:

Password:

Member Body: | B

L8 1 don't know my USEMMSMme. ..

%2 1 have lost my password. .. ¢ Contact helpdesk

2 - NTCLite DA A EE

& I—YEE/NXT—FFELLEAXRFENXFERFN T SEICEET L, DFY, oo
NI=BYIZIEGEIZA D LENF LTS,

d B4 35 BREESDKR—LIYTIZHEEIT S, Committee workspace(E B =EEFE1E)
9o HE. FIBTHPERNEZEESNT RNTHEINS,

L ety |

Iype Name Size Modified
[[] [E3_ Committee workspace (] 1 Item 2013-02-07 17:05
?WWW@ 3]  Zp & Dovmload | [ ] Zip& E-mail | % Print || [=] Notfy |

] 3 — National eCommittee DEE S{EEFEIE

| By Copy| ) Move| 3% Dekete | O]  Zip & Dovmlosd | ] Zip& E-mail | % Print

5 commtes home || 13

~ %W| SENOVE| %Delehe| Dkps Downbad| -'_%'Print|

[ & national Committee 01 F1®
[C] 48 National Committee 02 1™
] & National Committee 03 E ™

[ & National Committee 04 1™

L %w| SEINOVE| %Delehe| Erpa Downbad| -'_%'print|

4items

X4 -ERZERDYRL



3 Logging in and Logging out of National eCommittees Lite (NTCLite)

3.2 Logging out
a) Choose Log-out on the Tools menu.

b) Click on Log-out on the Log-out screen to leave National eCommittees

c) You will be forwarded to the list of ISO applications.

_"r. Committee home
(1}

For This Page

[ B addooament || Baddrode | élAddn-Document || Addltem |~ |

Pt @ » £ committee home & 1 (2]

(Blitem types) | = | [Searchinriam

%an‘ T Move | 9 Dee ‘ ] 2p& Downlcad ‘ [] Zp&Emsl ‘ = prm‘

7] Tupe teme Vodiied
0 & eveusy D1L030L 134

B copy ‘ Y Hove ‘ 9 Dete | ] zpsDounkad ‘ [] Zp&Emsl | >4 Pr'mt‘

Figure 5—Log out

3.3 Password/username forgotten

If you have forgotten your password or your username, you can request a new password or a reminder
of your username on the log-in page.

a) If you forgot your password, click on the link | have lost my password next to the log-in fields and
follow the instructions on the screen. Within the next few minutes you will receive an e-mail with a
link to reset your password.

b) If you forgot your username, click on the link I don’t know my username next to the log-in fields.
This will automatically send an email to the International Helpdesk with a request to verify your
identity and provide you with your username.

| Sign in to ldentity Manager

Usemame Sl Uglo
% Inave lost my password...
Password
lgdl | don't have an account yet...
2| Contact helpdesk

| have read the declaration, and | accept the conditions

set forth therein

Declaration related to the use of information, i ing partici personal infi

Show

Figure 6 -Password/username forgotten

NTC Lite User Guide
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32 OJ7Ik
a) Tools*—1—TLog-outZEiRT 5,
b) B4 7 MEIE Tlog-outZ%')w-L . National eCommitteeZ BN B,
o) ISO7T)r—iav M)A EEIZEET S,

iglf] Committee home:

& contents
For This Page

| addvoament |8 addroder ~ |[[#]addNowment || addlien | ~]

Dt ® » £ Committee home [ b 7]
liter types)
B copy || R Move | 38 Dokte || ] ZpGDownkad | [ Zo&Emal || Sa Prnt
[7] Tupe Neme Size Modifie
0 & sneusy D001 13:48

B copy || Ty Move | 34 Dokte | B zZosDownksd || [] Ze&Emal || 5 Prnt

5- A4 7Yk

33 NRIV—F/ 1—HL5%E5hl-158

NRAT—RREA—HFEBEENTIGEIE. AT A VBEE THLWVIRT—FEERTHIENTE, 1 —F2EHER

FTHIENTED,

a) NRAT—FEENHEIEX. AT AURDBDY %Y 1have lost my password (/SR —REENFELI=)EIUY
IL. BEDIERIZHED A EIZ. SR T—FE)EybT 510D IMNEA—ILTEL,

b) A—HEZEEN=EEIE. OTAUEDBED>4 1don’ t know my username (L—HFEZHAHMYEEA)EY
)99 %, THEBBMICRANEREEE T DEA—IDBANILT TRIF—LIZEESN, I —FEHIRHES
nd,

—i Sign in to Identity Manager

Usermname

| have lost my password...

Password
ledl | don't have an account yet.._

| Contact helpdesk

set forth therein

| Sign In |

Declaration related to the use of information, including participants’ personal information

Show

B 6 -/\RD—F,/ 1—FLEshi-158



4 User Interface and Navigation

4 User Interface and Navigation

4.1 Common Navigation

Throughout National eCommittees, there are some navigation items that will be common to all screens.

Global menus

These menus appear on every page in the NTClite server:

— Personal: Allows you to access your Personal Workspace and information pages

— Enterprise: Allows you to access the Enterprise Workspace (NSB top level of the NTClite server)
— Tools: Allows you to logout, and modify your Livelink settings.

— Help: Allows you to access the Livelink context sensitive help

W= i@l Committee

My Workspace 2] Workspace Log-out =l Contents
B Favorites O Users& Groups @ Settings 1 For This Page
- uick Links .
@ = s L Committee home = = @Hﬂtinnal(omm’rttee = 2 Q

There are two hyperlinks below each
global menu which are shortcuts to
frequently used global menu items.

Figure 7 - Common items

4.2 lcons

There are several types of icons existing in National eCommittees. The most common icons are folders
and documents. To see the icons’ type, move the cursor over the icon to the left of the name and the
type of the item will be displayed

Item Icon Description
Folder \—j Folder (containing other items, i.e. folders or documents).
Document =i IS Different types of documents.
Shortcut 5@ Link to a document or folder within NTC
URL =) Alink to a web page.
TC & Technical Committee
sc & Sub Committee
WG i Working Group

Table 2 - Common icons

NTC Lite User Guide helpdesk@iso.org
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4 1—HA8—D1—REFEF— 30
41 XBOFES—3>
F R TD National eCommittee [CHWLVT, TRATHE@EIZEEDFTES —aVIEBENVONEFEET S,

ga—N\)LA=a—

INBEDAZa—I[F, NTClite Y —/\DER—VIZRREND,

— Personal: %249 3 Personal Workspace & U information page IZ7 A TZE3,

— Enterprise: Enterprise Workspace (NTC/ite 4 —7/3MD NSB by TLAR)JL) [ZF7HEATES,
— Tools: A4S 77kL. Livelink DEREELEETHENTES,

— Help: Livelink @3> F Y RAMIELEANIILT 272X TES,

e

il Committee

| Mcrﬂa_yf 2011-02-21

I Personal ., Enterprise . v Help
1F My Workspace = Workspace ¥ Log-out 1E Contents
U Favories } Users B Groups & Settings [l For This Page

Y &

BT O—NAZ2—IZ[E 2 DDA 18—
IBY ., FNLITEREICFERAINSTO—N
JWAZa—ITBEE~ADY3a—rhyMIE->TLY
R

@ = & £ committee home & & @Hﬂﬁnﬂal(ommittee = ii

7- #EDIRE

42 74>
National eCommittee [ZIELNDOMDIEFEDTAAVNFLET B, [FEAEDEBETAIAVIETHIVTEXETH D,
TAAVDIEFEES BT BIZIE. h—YILEBIRDEIZHATAALD LIZHhET L HEDEBENRTINS,

== 7Aay % BA
THILE = TAILE DIEE. DFY. FTHILERIENEEZED)
Y& @ W | BuREEoxE
Sa—havk i— NTC HDXEXETAILE DY
URL =) HITR—TADYLY
TC e EMEZER
sc & NHEEER
WG W BT IL—T
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4 User Interface and Navigation

4.3 The Committee Workspace

After logging into the system, you will be directed to the Committee Workspace which is the top level
of the NTCLite server. You will find the list of all national committees in the committee workspace folder.

g | Enterprise Workspace: -
] '-\ DIN Wednesday, 2012-05-30
| Personal . Enterprise . Tools Help .
@ My Workspace & Workspace # Log-out ) Contents
L|St V| ew A Favorites C Users&Groups @ Seftings [ For This Page
BomE By clicking on Committee workspace you 2
will see the list of your national committees _ _
| (Allitem WDES)j il Search in name __}:’:
d B copy | Himove || Fpsete | Bl zo & Download || Elzp s Emal || 5 prnt || oty |
| gel size Modified
11Items 2012-05-16 17:33
J ] zp & E-mail ‘_ 5 print || (-] Notfy

Figure 8 - Committee Workspace

/G')\_ The Committee workspace can be accessed from anywhere within the National
N eCommittees by clicking Enterprise and Workspace in the Global Menu.

| Pe Enterprise - Toals ~ | Help ~
= My Work = \UE workspace # Log-out Contents
U Favorites Users & Groups & Settings For This Page

4.4 Accessing National Committees

On the start page there are two alternatives for finding the National Committee(s) you would like to
access:

1. Through the Personal menu

2. Through Committee Workspace

4.4.1 Through the Personal menu
a) Click on the Committees item in the Personal menu:

g | Enterprise Workspace o = GOARD BT
' 1' DIN Wednesday, 2012-05-30 Livelink
’

Help .

15 Contents
2} For This Page

Workspace £ Log-out

My Workspace
: 0 users& Groups @ Sattings

Personal Frontpage
Assignments
Blogs

Collections
Committees

Pom = 2|

(Allitem types) | v | | Search in name /

+ Bl copy ‘ﬁ]wmf 4 peate || E3]zp & Download || Clzip & E-mai || 54 Print || oty

[ | Type Name Size Modified

e — Favorites

[ [ committee workspace (=1 111tems 2012-05-16 17:33
— = - — = -| Group Notification -

+ Bcopy EMOU.j@@M 7] zp 5 Downlosd Zip & E-mai || (34 Print || (=] moty Marked Ttems |

Figure 9 — Committees in Personal menu
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43 ZESDIEXMEE
SRATFLIZAT A LI  NTCLite H—/\DrYyTFLR)LTEHSH Committee Workspace (EE LD IEEFEEL) 1278
B9 %, Committee Workspace 74 ILF ICTRTHOERNEZEED) AR TEN D,

4 Enterprise Workspace: - - -
£ DIN Wednesday, 2012-05-30

FOUERED EY

Livelink

Personal . Enterprice . Tools . Halp .
[ my workspace 1 workspace % Log-out 12 contents
U Z F%Bﬂ %Té @ Fa‘:mr;;spx () Usz:s;p:scmups @ Lszfti:gus & Forn'rr:".s Page
- Committee workspace #7')v V¢ 5L ERNZER
Pom = [

DIVANERBENTED,

| (all item types) | i | | Seardh in name |):’|

+| Bl copy | ] Move | 6 Dt | 7] 75 & Download | [ Zip & E-mail | S Print HE_INoﬂFy |
[C] Type Mame Size Modified
[0 [ Committee worksoace (=] 11 Ttems 2012-05-16 17:33
Bl copy | HMove | 9 pekte V2] Zip & Download | [ zip & E-mail | 154 print || ] oty |

8 - ZRESFXREHE

 Committee Workspace (£ 8 = DEXER) L. Global X=1—0 Enterprise & Workspace Z
@ 2w oF AL, National eCommittee IDEZHS TEFIER TES,

| Pe| Enterprise - Toals ~ | Help -
= My Workspace ™ Workspace % Log-out Contents
U Favorites Users & Groups & Settings For This Page

44 BRZFEE~DTIER

BEAR—DIT. TVEALEVERZERZRDITEHEN 2 2H5:
1. Personal A=a—#%H
2. Committee Workspace #%H

441 Personal *=1—#&H
a) Personal A=21—T Committees BEZY')v09 3

Y "”"ll Enterprise Workspace:

-
¢ DIN Wednesday, 2012-05-30
—
Personal - Enterprise - Tools + Help +
My Workspace ¥ Workspece 4 Log-out ] Contents
[ Users & Groups @ Seffings [ For This Page
Personal Frontpage |
Assignments -
I:S DIN [=] Blogs [2]
Collections
e (Alitem types) | ~ | [searchinname |
+| Bl Copy | HiMove | Dt | 317 & Dowmload | || 7ip & E-msil ‘ 2 Print
Link
[ | Type Name o Size Modified
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Group Notification
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4 User Interface and Navigation

b) All national committees in which you have a role will be listed

| (Al item types)| - | |_‘~'fa.rcﬁ- i name |):’|
| Blicopy | HMove | Flpelete | kip & Downlead || [ & E-mail | (SaPrint
[[] | Type Mame Size. Modified
B‘ National Committee 01 (=] . 2011-02-09 10:53
ﬂ National Committee 02 (=] 2011-02-09 11:27
ﬂ National Committee 03 (=] 2011-02-09 11:28
ﬂ National Committee 04 (=] 2011-02-09 11:29

J Sicopy | HMove | GruDelete | SiFip & Download | | [Fip & E-mail || (SaPrint

4items

Figure 10 - My Committees list

4.4.2 Through Committee home

a) Click on Committee workspace

g | Enterprise Workspace: - s FOWERED B _
1 ' 1 DIN Wednesday, 2012-05-30 Livelink
i
Personal . Tools + Help »
1 My Workspace = Workspace % Log-out E Contents
Favorites B users & Groups @ Settings For This Page

Pom = 2|

[@ritem types) [+ | [searchinname |7

+| B copy | W move ‘  pelete | E3}zip & Dovmioad | Ezp s emi || 5 print || Elnoty

Type Name Size Modified
' [ Committee workspace IEI 11Items 2012-05-16 17:33

. I%val Wmove ‘ Hoskte | Dz 8 oownload | Elzpacmal || 5 prnt || Elnotiy

Figure 11 — National eCommittees’ home

b) All National committees in which you have a role will be listed.

| (Allitem types)| - | |_‘~'fa.rcﬁ- i1 name |):’|

| Blncapy | TMove | lpelete | Clrip & Downlead || [ Fip & E-mail | (“aPrint |
A Tunellams Sizs Magifisd

[ ﬂ National Committee 01 (=] 2011-02-09 10:53

[ ﬂ National Committee 02 (=] 2011-02-09 11:27

[ @ National Committee 03 (=] 2011-02-09 11:28

[ ﬂ National Committee 04 (=] 2011-02-09 11:29
ﬁ[p:py | TMove | Sipelete | mp& E-mail | (5 Print |

4items

Figure 12 — National committees list

/@ For direct access to a national committee in future sessions, a Bookmark (Mozilla
«~  Firefox) or a Favourite (MS Internet Explorer) may be used. See your browser's
manual for further information.
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442 RESHR—LEH
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5 National Committee Homepage

5 National Committee Homepage

The below figure shows a national committee home page. The items on the homepage are described in
the following pages.

010 25 onda 013-0 LA
LINKS Personal - Enterprise - Tools » Help -
| = My Workspace = Workspace # Log-out Contents
U Favortes B} Users & Groups @ Seftings For This Page

( \ \ S
| |j UNI = mmittee orkspace (=] & &tﬂlﬂ'l’(lllﬂ "Test" = & @
' (

y =

Navl Z i (= Library [ structurd

Com 9 Type Name Size Type Name STRUCTURE

Myq = " E= cEN Docun] 1tem Shunireol I

sl < m 150 Docum LIBRARY 1 tem

Inte o ments K

a S k %view more

Emai <

Emai zZ

150 Guides

150 Helpdesk

\Fadiitator Controls )

Figure 13 — National committee home page

5.1 Navigation Menu

Navigation Menu & The Navigation Menu is a collection of links to help you

navigate within the National committee. You can find this
menu not only on the National committee homepage, but
throughout the committee.

Cornmittee Hame
My Committees

Sub-committess A —
In the below table you will find a short description of the

International documents . . o
items in the Navigation Menu

Member List

Email to Secretary
Email to Members
Mail Archive

150 Guides
150 Helpdesk

NTC Lite User Guide helpdesk@iso.org
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5 National Committee Homepage

Menu item

Comment

Committee Home

My Committees
Sub-committees
International Documents

Link to the National committee homepage

List of National committees to which you have access
Link to the homepage of a National Sub-Committee

ISO and/or CEN documents mirrored from the I1SO and/or CEN
committees

Member List
E-Mail to Secretary

E-Mail to Members

List of National committee members

Opens an e-mail window to send an e-mail to the National committee
secretary and the Secretary Support Team.

Opens an e-mail window to send an e-mail to the National committee
members (only available for Secretary, Secretary Support Team and
Chairperson)

Mail Archive Contains all Notifications sent to the National committee members
ISO Guides Access to the ISO user manuals
ISO Helpdesk Link to contact the ISO Helpdesk

5.1.1 Member List

Table 3 — Navigation menu description

[Meml:uer List

—

Email to Secretary

When accessing the Member List from the Navigation menu, a list of the national committee members
grouped by role is displayed.

CSV/ Print

Export the member info to
a CSV file (e.g. to import
into MS Excel) or print out

the list
: 1

Quick Filter

A full text filter for a quick
search on national
committee members.

i 8

Quick Filter: | Defeuit Sort | [ GV | [ Print |
FIRST NAME
i Default sort
ke Resets the sorting to the
Baja default setting (by role)
Barnaby
Carson Member
Dave Member
Dudley Member

Figure 14 - Member List
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5 National Committee Homepage

@_ You can sort the Member List by clicking on Role / Name / E-Mail in the header of the
7 list.

5.1.2 Email to Secretary

[Email to Secretary ]-

Email to Members

This menu item enables the national committee members to send an email to the national committee
secretary and secretary support team directly from the National eCommittees Lite application.

By clicking on Email to Secretary, an email window will open where the “To:” field is pre-populated with
the email of the national committee secretary and the members of the secretary support team. The
email is sent using your local mailbox, for example Outlook.

5.1.3 Email to Members

Email to Secretary
[ Email to Members ]-
This menu item enables the national committee secretary, secretary support team and chairperson to

send an email to the National committee members directly from the National eCommittees Lite
application.

By clicking on Email to Members, you are directed to the Create E-mail Message window. The “To:”
field is pre-populated with the email addresses of all national committee members. You can choose to
send to all or only to specific roles and/or persons by checking or unchecking the tick boxes in front of

each role:
Secretary
To:
Direct: User Guide
External E-Mail Addresses]
Please separate e-mail addresses with a comma (, ).
Subject:
‘ Message:
:&%
A
Choose File | ng file chosen
Attachments: No file chosen
Choose File | no file chosen
| ) )=
-

Figure 15 - Send Email to Members

Complete the message by adding external e-mail addresses if required, a subject, a message and up to
three attachments and click Send.

NTC Lite User Guide helpdesk@iso.org
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5 National Committee Homepage

5.1.4 Mail Archive

[I"«"Iail Archive ]-

User Guides

The Mail Archive is a centralized e-mail storage for all e-mail messages (including attachments) sent to
the national committee members by the national committee secretary (or secretary support team)
through the National eCommittees application. The e-mail can be viewed by the sender and the
addressees. It also includes all manual notifications of documents.

4]

About Mail Archive Search for

This is where e-mails sent to the committee are stored. You can search for e-mails by sendet . .
text contained in the subject or body. The list at the bottom contains the e-mails stored by ¢ Search for a keyword Ina SUbJeCt or

sender.
Search for: By: Subject - [co]
Search by date: Search by date
from: £ Search by date with the help of the
. B @ calendar icon. All e-mails sent in the
o specified timeframe will be listed.
Search content for: From Here - @] adv Search content for

Search for a keyword in the contents
of the email. This search option uses
the general Livelink full text search.

Figure 16 - Mail Archive

The most current e-mails are displayed on the Newest E-mails list.

All e-mails are organized in folders by year, month and day under Emails By Date.

Newest E-mails

Type | Subject Sender Date Received

= [ISO,.’TC 34/5C 2 Mew documents available on ISOTCTEST Livelink Web Site ]ﬂ Admin 2010-03-10 07:30

E-mails By Date
lTYpe MName Size Modified

g 2010 (= 1Item  2010-03-1007:30

Figure 17 - Mail Archive List

Click on the Subject of the email to view the contents of the mail.

NTC Lite User Guide helpdesk@iso.org
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5.2 View International Documents

Mational documents
[ International documents

If your committee is mirroring documents from 1SO and CEN committees, you will find on this page an
overview of all automatic disseminated documents from ISO and CEN committees.

To see the documents of the ISO and CEN committees, please click on International documents. The
documents from the committees and working groups which have been mapped to the particular national
committee will be displayed (sorted in descending order of their N-number):

International  National

Originating TC Int. Number 1Int. Action Int. Due Date Document type Date modified
Allinternational * from: - from; ,j A from: .j
to: to: .j to: .j

[ exdude manually notified documents

Bl copy | ] Move | 3% Delete | ] Zip &Dowrload ] Zip &E-mail | S Print| [] Notify | Documents perpage 50 ¥ display results 1to 11

L Int. Mumber Int. Action | Int. Due Date _
150_14644-4_2001_(vers_2)_Report_of Voting.pdf

é E I50/TC 209 Cleanrooms and associated controlled environments -- Part WOTE 2012-09-17 Ballot SR Ballot
4: Design, construction and start-up

]

9KB  2012-09-19 NDHE‘

MNone
1S0_14644-4_2001_(vers_2)_Cover_Page.pdf
|l E IS0/TC 209 Cleanrooms and associated controlled environments — Part VOTE 2012-09-17 Ballot SR Ballot = 4KB 2012-04-15 None
4: Design, construction and start-up
Mone
- 00049027_e_20100603.7ip
(=) BT cenjTC 49 Domestic cooking appliances burning gas - Part 1-1: Safety - WOTE 2010-09-03 Ballot CEMUAP Ballot [=] S575KB 2010-02-04 Mone
General
Mone
- EM_30-1-1_2008+A1_2010_FprA2_Report_of_Voting
O B cevrcs 30 EN30-1-1_2008+A1_2010_Fpra2_Report_of Vating hon= =
Mone
- 00049027_f_20100603.zip
BT cenjTC 4s Domestic cooking appliances burning gas - Part 1-1: Safety - VOTE 2010-05-03 Ballot CENUAP Ballot [z] 504KB 2010-05-04 None ‘
General
None r‘f /

Figure 18 — International document list

/@\ By clicking on the headers of each column, it is possible to sort the list based on the
%7  chosen column. Clicking a second time inverts the sort order.
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International documents

18

FIEBEESMNISORUCENZEESNLXEFXIE—LTL\SI5E. ISORUCENZEESMLBIMICEfSh=£

NEZZDR—UTHETHEMTES,

ISORUCENDEZEE LN NEXEE T BIZIL. International documents®4') w09 %, HEDERE

(FToN=EEERUWGHLDXEN RTINS INESDRIETY—FShD):

E&(xinD

International  National
Originating TC Int. Number Int. Action 1Int. Due Date Document type Date modified
Allinternational + fram: - from: j - from: 3
to: to: j to: j
[ exdude manually notified documents
5“,4_‘] Copy | ] Move | ;>//~$ Delete | "‘._‘I;‘ Zip & Download [-] Zip &E-mai | S Print | [ Motify | Documents per page 50 display results 1 to 11

[ Nat. Number |

é 150_14644-4_2001_(vers_2)_Report_of Voting.pdf

-;»J IS0/TC 209 Cleanrooms and assodated controlled environments — Part VOTE 2012-09-17 Ballot SR Ballot = 9KB 2012-09-19 MNone
4: Design, construction and start-up
None _--‘r
150_14644-4_2001_{vers_2)_Cover_Page.pdf
B E 1S0/TC 209 Cleanrooms and assodated controlled environments - Part: VOTE 2012-09-17 Ballot SR Ballot = 4KB  2012-04-15 Maong
4: Design, construction and start-up
None j’
= 00049027 _e_20100603.zip
(] Qﬁ CEN/TC 49 Domestic cooking appliances burning gas - Part 1-1: Safety - VOTE 2010-09-03 Ballot CENUAP Ballot & 5758 2010-03-04 Mone
General
None j’
- EN_30-1-1_2008+A1_2010_FprA2_Report_of_Voting
O T cavmcs 30 EN 30-1-1_2008+A1_2010_Fpra2_Report_of Voting S =
None j’
= 00049027_f_20100603.zip
% CENJTC 49 Domestic cooking appliances burning gas - Part 1-1: Safety - VOTE 2010-09-03 Ballot CENUAP Ballot [zl 504KB 2010-03-04 Mone
General
MNone j’ /

Int Action Int DueD. fied
Mat. Action |Nat. Due Date Eisogpsiciimuiising =

18 — International document®!) Xk

EMIDEHLED) 0TS, ZEWRLI=MEIIZ
Yo SL, FIEIZEESNS,

DEYRREY—FTBEHTES, E5—/F
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5.2.1 Search for documents

In the top part of the document list screen, you can search for documents based on the originating
committee, types of actions (through the selection from a drop-down menu), document type, a range of
due dates and modification dates or other criteria. The search will be performed on all documents that
are located in the ISO and CEN Documents folders.

Originating TC International - National Document Date_ .
Choose whether to search for t modified
Choose the . . ype
Lo International attributes or Select a dat
origination TC from . . elect a date
' National attributes Select the type in which
the drop-down list range in whic
. ) of document you the d t
in which you want are searching for — € documen
to search g has been
o TInternational  National mOdIerd
QOriginating TC nt. Number Int. Action Int. Due Date Document type
Al international v from: v from: j v from: j
[ exclude notified documents o o j " j
Number Action Due Date
Select a Select an Select a date
range of N- action from range in which
numbers the drop- the action is
down menu due

Figure 19 — Search for documents

/@_ It is possible for then national committee secretary to assign national attributes to an

%7 |ISO and CEN documents. If national attributes have been assigned, it is possible to
search by national attributes by clicking on National instead of International in the
center of the screen. Such a search is only meaningful if the National committee
secretary has assigned national attributes, e.g. a national number, action type or action
due date etc. to an ISO and/or CEN document.

See chapter “7.1 Assigning National Attributes to International Documents” for more
information about national attributes.

5.2.2 Navigation through the ISO and CEN Documents Structure

- Library

Type Mame Cize
oo

s CEN Documents (= 1 tem
@ IS0 Decuments (=] 1 tem

2 view more

Figure 20 — ISO and CEN document folders
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You can access documents by navigating through the folder structure and finding the documents there.
In the ISO and CEN Documents folder you will find the list of all ISO and CEN Committees mapped to
your national committee respectively.

To view documents for one of the mapped committee, click on the committee name:

@@ = » L committee workspace [ & ﬁUNIf C 020 "Test” [ # E@Librarm = & EISODDcumenis = 2|
Navigation Menu & | (Al item types) | i | |_‘~'|_=5.-’c-"3 i1.name |J':J|
Committee Home r‘l_‘.-. = ! i—bla ! 2 Dalaic ! F;E ZinEeDawsload ! N Zip & E-mail | o prnt | [] Notfy |
My Committees
Sub-committees = T:g.ge Name Size Madified
International docul = ﬁ‘_ [SOTC 209 "Cleanrooms and associated controlled environments” (=] 5Items  2013-03-22 10:48
Member List B Copy | ] Move | 3 Delete | L3 Zip & Download | [] Zip & E-mal | i Prnt | [] Notfy |
Email to Secretary

Email to Members
Mail Archive 1item

User Guides
Helpdesk
Fadlitator Cantrols 4

Figure 21 — Mirrored Committees

On the next window, you can navigate through the ISO or CEN committee structure to view the mirrored

documents:

@M =+ O committee workspace ) » ﬁUNIf C 020 Test” [ & [@Lihram = » EISO Documents (=1 @]SO!TCZM "Cleanrooms an... [=J ﬁ
Navigation Menu & [ anitem typ |searchinname [P
Committee Home Bl copy | ) Move | 4 Dekete | 3]  zp & Download | [] Zip& E-mal | S Print || ] Notfy |
My Committees
Sub-committees [ Type | Name Size Modified
International d O [ oi rublicinformation 1w 1ltem  2013-03-22 10:48
Member List [[1 [E5 02 General committee documents X1 Oltems  2011-02-12 21:43
Email to Secretar )

Email to Member: [ [3 03. Meetings and resclutions (=] Oltems  2011-02-12 21:43
Mail Archive [ E3 04 Projecs = 0ltems 2011-02-12 21:43
User Guides ‘D [ 08. Balloting and commenting =]t 2Items  2013-03-22 10:48
Helpdesk ; = = = = =

Facilitator Controls 3 B copy | ) Move | % Deket | B} zZp & Download | [ Zp & E-mail | Sa Print || [Z] Notify

Figure 22 — View Mirrored documents

& CEN Documents Folder is available for CEN Member Bodies only who have mapped
the national committee to CEN committees in the Global Directory.

5.3 National Committee Structure (Structure)

The Structure pane shows the national committee structure with its sub-committees and working
groups to which you have access with your registered role(s). You can easily identify how a sub-
committee is related to a national committee, what other working groups exist in the national committee
etc.

NTC Lite User Guide helpdesk@iso.org
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] 1
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] >, z
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1item
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5 National Committee Homepage

Féq Structure

You are here Type  Name
T . National Committee B = ™
Highlighted in blue @ _ ; ]
is the National Mational Committee B SUB [x] T
TC/SC/WG you are @  national Committes B SUB WG & @

currently viewing

Figure 23 - Structure of National Committee B

In the screenshot above, you can see that WG ‘National Committee B SUB’ is part of the TC
‘National Committee B’.

5.3.1 Transversal roles on Committees, Sub-Committees and Working Group

Transversal roles are special roles that give view access to certain persons of a committee to folders
and documents of other committees (without having any committee roles in those committees). Only the
Secretary and Secretary Support Team (SST) have transversal roles.

The committees on which the transversal give access are:

- Child committees. A child committee is a committee that has a parent committee above it. For
example NSB/TC 1/SC 1 and NSB/TC 1/SC 1 are child committees of NSB/TC 1.

- Peer committees. A peer committee is a committee of the same type and has the same parent
committee. The transversal role can only be used at the SC and WG level (a secretary of a TC
cannot see the folders/documents of another TC with the help of the transversal role). For
example NSB/TC 2/SC 1 and NSB/TC 2/SC 2 are peer committees (same type: SC and same
parent committee: NSB/TC 2).

- Parent committees. A parent committee is a committee that has sub-committees or working
groups beneath it. For example NSB/TC 2 is the parent committee of NSB/TC 2/SC 1 which is in
turn the parent committee of NSB/TC 2/SC 1/WG 1.

o ) Not considered as Peer
o @ 2 >
- =]
Wi S
Q 1%}
8l 3 | |
= = Not Peer Peer
£ = NSB/TC 1/5C 1 — -— NSB/WG 1
£ £
<] £
3|l & ]
- Q I I
5 k=1 I Not Peer
o =
sl & NSB/TC 1/5C 1/WG 1 NSB/TC 2/5C 1/WG 1 NSB/TC 2/5C 1/WG 2
L 4

| Not Peer | | Peer |

Peer committees roles

F 3

Figure 24 - Transversal roles
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BENDZERE(Peer committee): EILIEENDEZER, A—DHREZEREFEH D, BIMKREIILSCRUWG
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LV) o BIAIE. NSB/TC 2/SC 1ENSB/TC 2/SC 2lERIFENEERTHSH (RILIELE SC.RILHEER:
NSB/TC 2),

HZE B R(Parent committee): BH XY TFHIIZSCRFWGHEEFDZE SR, BHIZ (X, NSB/TC 2(%, NSB/TC
2/SC1DEEESTHD, RERIZ. NSB/TC 2/SC 1I1ENSB/TC 2/SC 1/WG 1DHREELTH 5,

Mot considered as Peer

i l
[ | |
Not Peer Peer
| | [ 1
] | | Not Peer
NSB/TC 1/5C 1/WG 1 NSB/TC 2/5C 1/WG 1 NSB/TC 2/5C 1/WG 2

[
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The transversal roles of national committees have been setup as follow:

Child Peer Parent
committees' committee' committees'
transversal roles transversal transversal roles
roles
TC folders can be seen by its... NO
SC folders can be seen by its... YES YES YES
WG folders can be seen by its... YES YES

Table 4 — Transversal roles permissions

NTC Lite User Guide helpdesk@iso.org
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6 Accessing International Documents on the NTCLite Server

6 Accessing International Documents on the NTCLite Server

6.1 Viewing and downloading international documents
6.1.1 Viewing international documents

There are three options to view an international document in National eCommittees Lite:

| :I\g Quick Guide -150 eCommittes for Secretaries and Convenors (=]
a) Click on the document's icon. Lag . . ;

] 1] Duick Guide -150 eCommittee for Secretaries and Convenors (=]
b) Click on the document's name. . g .

c) Click on the blue arrow next to the document to open the Functions menu and select Open or
Download. The document will either open directly or a download window opens first. This
behaviour depends on your computer's settings.

'—Tu_‘popy‘ Eﬁoue| %,@Delehe| [ L Eail || (i Print
- Download

I:l Type MName

[ T Comments on Mational Vote =

Open

Add Version

[l =] National Committee Document & o o

[[] ] statistics on Stakeholder Partici Add to Favarites

'—T-.l_‘,c:opy‘ Eﬂcl.ne| %Delebe| | Copy B E-mail || (SaPrint

Make Generation
3 items Make Shortcut

Mowe

Set as Exemplar

-

Figure 25 — Open or Download Document

& You can only view a document if you have the required program installed and if the
browser is correctly configured. If the program does not open, you have to configure
your browser accordingly. Please refer to you browser's documentation for more
information.

. Please note that any changes you make to a downloaded document will not be saved
%7 in Livelink, but only on your computer.
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6 NTCLite —/N\ EDERRXEADTIEX

6.1 EXEOMELS v O—F

6.1.1 ERXEOME

National eCommittees Litel 2 AEMRXEZXHET 57HEE3DH5:

:% Quick Guide 150 eCommittes for Secretaries and Convenors (=]

a) XEDT7AAVEIIVIT B,

T-| Quick Guide IS0 eCompittee for Secretaries and Convenors [z

b) XEDBWEDIVIT S,

c) XEDOBMOEF®RKXEZES')YSYL TFunctions*=1—%FZ. OpenX|&Download%EiR94 3, XE(k. 9<IZ
B, L. FFF Y O—RI94RYEBEFAZEI2HS, EELNOFEIZHEAM T/ AV DB EIZEST
8Bi5,

Slipopv Eﬂcwe ?,/{,Delste ___1 E-miail 9 Print
Download

1k M

lype MName Open

T-] Comments on Mational Vote (=]
B - Add Version

=] Mational Committee Document [ Rename

| Statistics on Stakeholder Particil| a 44 1o Favorites

Bicopy || Supove || 3lpekt= | Z Copy B E-mail || (54 Print
Make Generation
3 items Make Shorteut
Mave

Set as Exemplar

e

B25 - XEEBKXEFV0—FT%

L\, XEBFEETEED(E, BELIOTSAFLRF—IL, TSOFLHIRIZREIAT
— W BBEDATHE, TOTSAL I GBS IXTSOFFETI-RELLIFAIXES
T, FELLVEBRICDIOVTIF T SO DHHEFERTEL,

Ao O0—RLEXZIZNZEZEL, Livelink (SIZRZSA T, /YT DAIZRFSHASB
N7 DT AEETEZL
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6.1.2 Downloading International Documents to Your Computer
There are two recommended ways to download a document from the national committee.

a) Click on the blue arrow next to the document to open the Functions menu. Select Download and
choose a location on your computer to save the document.

| o o | e
[ Download

[ I‘L? Name Open

= fl Comments on National Vote (=] Add Version

[[] & vational Committee Document [ ...

[l @] Statistics on Stakeholder Particl x4 15 Favorites

Tﬂcﬂw| TE!‘-1cwe| FDelete |_|: Copy B E-mail || t5aPrint

Make Generation
3 items Make Shorteut

Maove

Set as Exemplar

i P

Figure 26 - Download Document

b) Alternatively right-click on the document's icon. Then select Save Target As and select a location
on your computer to save the document.

File Download D

Do you want to open or save this file?

Mame: Comments on Mational Vote. pdf
|| Type: Adobe Acrobat Document, 866KB
From: nsb-test.iso.org

‘m[ e (o]

L@’ While files from the Intemet can be useful, some files can potentially

ham your computer.  you do not trust the source, do not open or
save this file. What s the risk?

Figure 27 - Save

6.1.3 Downloading Several Documents in a Zip File

You can download several documents from a folder into a Zip file. To open and unpack a Zip archive
you may need an archiving program like WinZip.

a) Navigate to the folder from which you would like to download the documents.
b) Select the documents by checking the appropriate check box.
c) Click on the Zip & Download button.
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6.1.2 EEXEE/VIVIZHAYoA—FT S

ERZESNOXELZFVUA—RTEHELLTIE, UTD20o0 RSN S:

a) XEZEDOBOEFERRKEZES') Y- L TFunctions*=1—%Bf<, Download%#iRL . XEZREET S/\VAVAD
HAERERY 5,

Elfd_'paprv Eﬂave %/{(.;Delete —['—l' —_— = i i Print
Download

|:| Type Mame

= Open

[ T: Comments on Mational Vote (=] add Version

[ | Mational Committee Document [ Rename

[[1 @) statistics on Stakeholder Partici Add to Favarites

Bincopy || Fipove || $Epekete || E| copy B E-mail || 15 Print
Make Generation
e Make Shaorteut

Maove

Set as Exemplar

i

26 - XEEXSFO0O—FTD

b) £3—DDAEELELTIX. XEDTAAVDLETHEYYIT B, RIZ, Save Target AsE:EIRL. XEXRET
5/ ADIGEFHREERT 5,

File Download

Do you want to open or save this file?

L Name: Comments on Mational Vote.pdf
|| Type: Adobe Acrobat Document, 866KE

From: nsb-test.iso.org

ﬂ[ o |

= > | While files from the Intemet can be useful, some files can potentially
e ham your computer. i you do not trust the source, do not open or
= save this file. What 's the risk?

B27 - RETS

6.1.3 BEOXEZ Zio KX TH I A—FT3
BEHOXEZITAINEDISZpHR T IV O—KTES, Zin7—HATERWTEET BIZIE, WinZipD K575 fRE
TOTSLRBREIZESBEAELH D,

a) XEZAHoO0—KLE=WIHILEETHREIT S,
b) WHIEFIVIRYIRIZFIUIEZANTNESEIRT S,
¢) Zip & Download’RZ2%#Iwo$ %,
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4 3
| Bl copy | ) Move ‘ 32 pekete || B} zp & Download '\iJ!E—mil | (% Print |
O] |Type | Name s
[} E Circular letter - IS0 eCommittee system - [ISOTC Server migrated (=
‘ E 150 eCommittee Guide for Committee Members and Experts [=]
[} T 150 eCommittee Guide for Secretaries and Convenors (=)
T IS0-eCommittee-Presentation.pdf (=]
[5_] 150-eCommittee-Presentation.ppt (=1
‘Q @ Permission simulation for folder structure on eCommittees.html (=]

Figure 28 - Select Documents for zip

d) The window Items to be Zipped & Downloaded opens. You can change the suggested download
name in the Archive Name field. The items to be downloaded and the number of items are listed

under Items.
Archive Name
T— : : You can change the suggested name for the Zip
Mew_Archive_20100419T091142.zip Archive here
Items: Type | Name Information |
T4 ISO-eCommittee-Presentation.pdf (ISO-eCommittee.pdf) -~~~ |
@ IS0-eCommittee-Presentation. ppt (I50-eCommittee. ppt) - |temS

T-] IS0 eCommittee Guide for Secretaries and Convenors (1soeCommittee_for_Se - A |ist of all items to

Supported Ttem Count: | 3items be included in the Zip

Archive
[ zip&Downioad |[Reset || cancel |
Figure 29 - Zip Archive settings
e) Click on the Zip & Download button.

Archive Name: Mew_Archive_20100419T091142.Zip
Ttems: Type | Name Information

-|£| I50-eCommittee-Presentation. pdf (I50-eCommittee.pdf) — 675 KB

[5_] 1S0-eCommittee-Presentation. ppt (ISO-eCommittee.ppt) - 2 MB

'|£| IS0 eCommittee Guide for Secretaries and Convenors (ISOeCommittee_for_Secretaries-DRAFT.pdf) - 815 KB

Supported Item Count: | 3items

[ zip & Downloag ]iFlEE{][CE.nDEI |

Figure 30 - Zip & Download archive

f)  Livelink will now prepare the ZIP archive. When it is done, you will see the Zip & Download Status
window. Once all items have the status completed, click on the Download the zip file button.
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A Y
Bl Copy | 3] Move | 3% peete | B3]  zip & Dowmload NJ_E—ma'll | S Print |
] T V

MName

Circular letter - IS0 eCommittes system - ISOTC Server migrated (=]

150 eCommittee Guide for Committee Members and Experts (=]

=)

50 eCommittee Guide for Secretaries and Convenors (=]

I50-eCommittes-Presentation.pdf (=]

[50-eCommittee -Presentation.ppt (=]

EEIEEEL

O8O OO

@I Permission simulation for folder structure on eCommittees. himl =]

28 - Zipl R (- THNEEEIRT S

d) Items to be Zipped & Downloaded® 1> Ky H3EAL, Archive NameDHFDHRA D O—RZIFEBTES,
Aroo0—F45IEHLEB #H (I temsDFIZFIZEIND,

Archive Name
Archive Name: . i i . . = __ _ N
New_Archive_20100415T091142.zip Zip PT—HAT DHREHECTERTHENTES,

Ttems: Type  MName TrTormaton I

E IS0-eCommittee-Presentation. pdf (I50-eCommittee. pdf e l

Eﬂ I50-eCommittee-Presentation. ppt (IS0-eCommittee. ppt)| ltems

-ﬂ 150 eCommittee Guide for Secretaries and Convenors (IS0eCommittee_for_ Zip 7—7347(:§“$h6
Supported Item Count: | 3 items QIE BDYRE,

[ Zip & Download ][Rﬁet][ﬁannel ]

K29 - Zip7—hA4T DRE

e) Zip & Download’RZ2 %I woT %,

Archive Name: Mew_Archive_20100419T091142,zip

Ttems: Type Mame Information
1| 150-eCommittee-Presentation. pdf (150-eCommittee.pdf) -- 675 KB
Eﬂ 150-eCommittee-Presentation.ppt (I50-eCommittee.ppt) — 2 MB

ZI 150 eCommittee Guide for Secretaries and Convenors (15CeCommittee_for_Secretaries-DRAFT . pdf) — 815 KB

‘l[ Zip & Download ]iRﬁet] [ Cancsl ]

K30 - 7—hA4TZ&zZpXTH oo A—KT 3B

Supported Item Count: | 3items

f)  Livelink CZIP7—hA T DIER D IR E S, ERHE T 3 %L Zip & Download StatusD V1V R IMRTEIND,
FRTHIEB D Status (JREE) A Completed (52 T ) IZ4E>71=5 . Download the zip fileDRALEH) v HF 3,
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Action Status
o Extract from database; 3 files, 3MB Completed
& Compress objects into archive; reduced to 80% of original size Completed
& Clean up of temporary files Completed

& Download of archive; 3 MB Completed
‘ [ Download the zipfile | °f

14

Figure 31 - Zip & Download status

g) When your browser's Download window opens, click Open in the Download window to open the
archive or Save to save the archive to your computer.

h) Click OK to return to the National committee page you have been working on before the download.

Action Status
& Extract from database; 2 files, 2 MB Completed
4 Compress objects into archive; reduced to 82% of original size Completed
& Clean up of temporary files Completed

& Download of archive; 2 MB Completed
I:c-.'.l‘lca::‘

Figure 32 - Zip & Download status OK

6.1.4 Zip & E-mail Several Documents

You can send several documents from a folder within an e-mail. To open and unpack a Zip archive you
may need a packing program like WinZip.

& Before sending documents by e-mail, please remember any copyright issues that
might apply and that you accepted by working in the National committee.

a) Navigate to the folder from which you would like to download the documents.

b) Select the documents by checking the appropriate check box. You can only add individual
documents, not folders.

Bl copy | 3 Move | F Delete | 3]  Zip & Downlad '\J =] Zp & E-mal | = Print |
[ [rupe Name ik
| -Iﬁ—l Circular letter - 150 eCommittes system - ISOTC Server migrated (=1
‘ -Iﬁ-l 150 eCommittee Guide for Committee Members and Experts [=]
[ -Iﬁ-l 50 eCommittee Guide for Secretaries and Convenors (=)
-|£| [SO-eCommittee-Presentation.pdf (=1
E] [50-eCommittee-Presentation.ppt (=]
[ @ Permission simulation for folder structure on eCommittees. html (=1

Figure 33 - Select Documents for Zip & E-mail
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Action Status
& Extract from database; 3 files, 3 MB Completed
4 Compress objects into archive; reduced to 80% of original size Completed
4 Clean up of tempaorary files Completed

+f Dowrload of archive; 3 MB Completed
[ A}
l [ Download the zipfile | J

g

h)

E31 - Zip & DownloadD ik &

TS5 DDownload D4 R MEALES ., FD4 K9 TOpenEH) v L TTF—hATEBLKH . 7T—hHA
JZEN\VAVIZ]RET S,

OKZEV)wI$ 5L FHoA—RDHEIEELTWV-AERNZEEDR—YIZR S,

Action Status
& Extract from database; 2 files, 2 MB Completed
& Compress objects into archive; reduced to 82% of original size Completed
& Clean up of temporary files Completed

o Download of archive; 2 MB | Completed

E32 - Zip & Download DR EEOK

6.1.4 EHDOXE% Zip WX TE-mail T3
THILE D LDEBDXEEEA—IILTEIETED, Zin 77 A IVERWTEET BIZ(X. WinZipD K54 ETOTS
LHABEIZLEDBEENH D,

& E X— /L TOXEXEICHLS, ZEHT SABEMD DY, EAELR TDIERIZLD TS

a)
b)

NI=EEHTED BNITENEEL THC L,

NXEEZA Y O—KRLEWIAIL S EZTRET S,
WEEFTYIRVIRIZFIVII—IEANTXELZEIRT D, ALAOXEDHBIMTED, 744 (FB0
TEHLY,

Bl Copy | 3] Move | 34 Delete | £3] zp & Download '\J [-] Zip&E-mail | — Print
[C] [Type | Name w
[l -_,:»I Circular letter - IS0 eCommittes system - ISOTC Server migrated (=]
‘ 1] IS0 eCommittee Guide for Committee Members and Experts [=]
[l -_,LI IS0 eCommittee Guide for Secretaries and Convenors (=]
'-_,LI I50-eCommittes-Presentation.pdf (=]
ETLI [50-eCommittee -Presentation.ppt (=]
[F @I Permission simulation for folder structure on eCommittees. himl =]

33-Zip RUE A—ILADOXEXRINTS
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c) Click on the Zip & E-mail button.

I%Cnpy| 3 Move | P Delete | B3]  Zip & Downlosd ] ZesEm |§

T g’

Mame
Circular letter - IS0 eCommittee system - ISOTC Server migrated (=)

150 eCommittee Guide for Committee Members and Experts (=]
150 eCommittee Guide for Secretaries and Convenors [

[50-eCommittee-Presentation.pdf (=]

[50-eCommittee-Presentation.ppt (=]

SEICIEICIEEE
CEICIENCEE:

Permission simulation for folder structure on eCommittees.html (=

Figure 34 - Zip & E-mail button

d) The window Items to be Zipped & E-mailed opens. You can change the suggested download
name in the Archive Name field. The items to be downloaded and the number of items are listed

under Items.
Archive Name
Archive Name: Mew_Archive_20100422T114821.7ip You can chang_e the s_uggested
name for the Zip Archive here
Items: Type | Mame .
- : ltems
[] IS0-eCommittee. pdf
. ) A list of all items to be
&) 150-eCommittee. ppt included in the Zip Archive
Supported Item Count: | 2 items
From: userguide @iso.org To/Cc
= . Enter the email addresses
of the recipients here
Cc B. _
Subject/ Message
E—
! Enter the email subject
e and message you want to
Attach Archive
As File: will send the Zip archive as an
attachment to the email
As URL reference: will include a URL
link to the archive download page
Attach Archive: .@Z. Az File
() As URL reference Browse Live
| Zip&E-mail ||Reset || Cancel |

Figure 35 - Zip & email
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¢) Zip & E-mail REVEHvHT 3,

d)

’%Cﬂw|@l‘4nv&‘%kl&t&‘ﬁ

OF&EO= OO

Type  Mame

ll Circular letter - IS0 eCommittes system - [SOTC Server migrated (=]

3]  zp & Dovnload IM [-] Zip&Email h|
g

150 eCommittee Guide for Committee Members and Experts (=]

l|_l |ll

4| 150-eCommittee-Presentation. pdf (=]

=] I150-eCommittee-Presentation.ppt (=)

@ | Permission simulation for folder structure on eCommittees,html (=]

~| 150 eCommittes Guide for Secretaries and Convenors (=]

B34 - Zip & E-mail®R4>
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Items to be Zipped & E—mailed®D 71> Ko M EA<, Archive Name DD HESA O O—KZEEEHFTHELT
&5, Ao0—F9 5IEHLEB #HH temsDIFIZHNE SN D,

Archive Name

Archive Name:

Items:

Supported Item Count:
From:

Toe

c

Subject:

Message:

Attach Archive:

New_Archive_20100422T114821.zip

Type Mame

Zip T—HA7DERAMECTEET S
ZEMTES,

',LJ IS0-eCommittee. pdf
[E] IS0-eCommittee.ppt

2items

userguide@iso.org

@ As File
() As URL reference

Items

Zip P—HATIZEENDELEED
)Xk,

To/Co
B ZEED E A —)LFRLREZCZT
ANT %,

Subject/Message

FEDEA—ILDHEREAYE—D
#ANT5B,

Attach Archive

As File: Zp 7—hATZEA—ILDFRFT7AILEL
TEET S,

As URL reference: 7—HA4 T A HoO—KR—
IZURLYVOEEDH D,

| zip&E-mail ||Reset|| Cancel |

35 - Zip & email
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e) Livelink will now prepare the Zip archive. When it is done, you will see the Zip & Email Status
window. Once all items have the status completed, click on the OK button. This will trigger the
sending of the email and return to the National committee page you were working on.

Action Status
& Extract from database; 2 files, 2 MB Completed
& Compress objects inta archive; reduced to 82% of original size Completed
& Send e-mail as attachment; 2 MB Completed

& Clean up of temporary files Completed
-

Figure 36 - Zip & email status OK
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e) LivelinkTZip 7 —hA T DIERMIRE D, ERHHE T 35L&, Zip & Email StatusV 1RO NRREND, £1EE
M Status (IKEE) HCompleted (5E T ) [THEoT=5, OKIRALEI VDT B, CNIZKY ., EA—ILAEESH, B
LTWERZFEEDR—VIZRS,

Action Status
& Extract from database; 2 files, 2 MB Completed
& Compress objects into archive; reduced to 82% of original size Completed
& Send e-mail as attachment; 2 MB Completed

& Clean up of temporary files Completed

=
‘

35 - Zip & email D{LEE OK
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7 Working with Folders and Documents

7.1 Assigning National Attributes to International Documents

The secretary and secretary support team of a national committee can assign national attributes on the
National eCommittees server to documents coming from ISO/CEN committees. This allows a
customized national management of documents on the National eCommittees server without changing
anything on the documents hosted on the ISOTC or CENTC servers.

Four National fields are available:

Field Use for..

National document A number for the document on your national committee, for
number example one that reflects your national numbering system
National title A title for the document on your national committee, for

example in your national language

National expected action | An action for this document on your national committee,
regardless of actions on the document in the 1ISO or CEN
Committee. This can for example be used to gather national
feedback.

National action due date A due date for the specified national action on the national
committee. Use this date for example to ensure that the
actions are taken before an action is due on the ISO and/or
CEN committee.

Table 5 - National attributes

To assign national attributes

a) click on the Edit National attributes icon —”r on the International documents list, under
column Fnt:
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7 Z4VETRUXEDNE
7.1 EERXEICENORUEEEETS

ERNEELNDHRERUVBEYR—FF—LIL, National eCommittee—/ N TISO/CENEESMNSERY A b t-
YEIZENDEHEIETTED, COIETIZLY . ISOTCRILCENTCH—/N\THBHLEFE T 54K National
eCommittee CXENENBEEHRAITAXTBHIENTES,

4 DOERNDEMNFIATRETHS:

i EREM

National document number ERNEESTOXENES  HIAKX. ERFGEATLERBLT:
5

National title ENZEERXTOXEDEM, HIZAIE. BEETOAM,

National expected action ISO XX CEN ZEESTOXEICET STV avIZZEZRLZL., BR

FEESTOXZEIZETE7I 3y, ChlEBzIE. BROT4—KN
wOEINETB-OIZFIFETES,

National action due date ERNZESTOEEODEROT7ILav0H8B ., ChIEFlZ X, I1SO
RU/XIE CEN EERTT7 I aVOHARIZET HFIICHEEICTY
2avEWAS-HIZFIEBT 5,

ERDEMEEIEET HICIE.
a) HtHIFnt: T, EEXE R FDEit National attributes® 742> E=f =099 %,
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Navigation Henu mﬁv [ conmittee home +
Committee Home Bq SFS{TCO10
My Committees
My Tasks
Intemational  Nationsl
Intemnationdl documents I Int. Number Int. Action 1nt. Due Date Document type Date modified
Menher List Alnteratord + e v o E v fom: &
Eﬂa\lmSeueIﬁry o: I to: J to: (- j
Enal to Members [0 exdudenotfied documents
Val Archive ceordh | [Reset
-User Guides
:rhu‘mzmm‘m“ | By oy \ i bove \ 34 Deete \ 3 mp8Dowat [ maena |5 Pnnt\ Danetsorpage 9 - s 1050 et
E:;gt:gjﬁ‘s } 7 Tipe CigningTC w Nane, Tile m ;J‘;DD”LTEDD?; Doumentbve Doamentabiyoe |t | See | Date modifed Notfed
B El soTC 2082 Annual Activity Report for 1998 None 5] [60K8  200+10-12  Nene
lone E
] EJ soTc2 2082 Annual Activity Report for 1398 - Work Programm Nane 92K 200:-10-12  None
Nong ZT
0 @ somca Test Johan WE 0074810 o)} B 16 N080-4  Nane
None ﬁ
B @ soTCR 453 Circular letter for 2453 results one [ 47%8 20040409 Nane
None ﬂ
B El ot 0 Crcular etter for launching enquiry None [J 54fB 200208-3 Nene
None g
] @ soTcu 2412 Circular letter for revised results on N 2412 None [ 47%8 20040422 Nene
None: ﬂ'

Figure 37 - Edit national attributes

b) You will see that in the row below the document, editable fields appear to update the national

attributes. Enter the values you would like and click Save:

Figure 38 - National attributes entry

International  National

Originating TC Int. Humber Int. Action Int. Due Date Document type Date modified

All international El from: El from: J El from: :

to: to: : to: :

[T exdude notified documents
Reet
g E'Ig:ouy | ana | %elet& | I-_jﬁp & Download | i_‘ﬁ’nnt ‘ Documents per page | 50 display results 1to 50 next
- Int. Mumber Int. Action Int. Due Date - -

drignating T Nat. Achor Nat Due Date Document type Document subtvpe| size Date modmed Notfied
[] Type | Criginating TC Nat. Number Name, Title Mat. Action Mat. Due Date Document Document subt Size Date modified Motified

F] T 1s0/TC 10 0 DD-J_JE-OS, Circular letter, caling notice for the TC 10 meeting in None e 27KB 20050509 None

123 National Title | <Nore> [+ ] = =
|} @ 150/TC 10 0 00-02-15, Circular letter (PAS enquiry regarding 3D modelling) Mone = 26KB  2005-05-089  None
None

c) After saving the values for the national attributes, they will appear in green in the row below the

document:
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vt e 9 Dﬁx I connitee home
Comnittee Home pﬁq SFS{TCO10
My Committees
My Tasks
National documents International - istore
Intemationdl docLments Tnt. Number Int. Action Int. Due Date Document type Date modified
Member List intemational v fom i v from: j ¥ from: i j
Email to Secetary _ 1o | 1o j o j
Emai to Members [0 excudenotfied documents
Wil Archive
User Guides
iub-(ommm&es i %Coﬂy ‘ Ay Move ‘ ;/1 Delete ‘ Dj Ip&Downioad | ] Zp&Emal || 5% Punt‘ Doumentsperpage 50 v displayresuts 11050 mext
orums
Committe News Int. Dumber Int. Action | Int, Due Date
i " [7] Type (Crinating TC ot ks Name, Tite . Acion Mot Due Do Document type | Document subtype: Fnt Sz Datemodfied Motfied
B El sorc R 2082 Annual Activity Report for 1998 None L 60KE  200110-12  Nane
None
] EJ L 2082 Annual Activity Report for 1998 -Work Programm Nong [ Q16 20:-0-2 Noe
Nere _"T
B @ somcz Test Johan VOTE 20070810 o) B 16 N804 e
Nane ﬁ
] @ socL 2453 Croular letter for 2453 results Pane [ 4748 2040405 Nene
None ﬂ
B Ej soTCR 0 Circular letter for lunching enquiry None [ 4B 202088 None
Nare U'
] @ soc 2412 Croular letter for revised results on N 2412 None [ 4748 204042 None
Nore ﬂ'

37 - EAEHERETS

—_ = Fa ~ N el
XEDOTO#ESIZ, BNEMEEHT H-ODREKFATRRGHMARTING BEEANL. SaveZ )97 %,
International  Mational
Originating TC Int. Number Int. Action Int. Due Date Document type Date modified
All international El from: El from: |j El from: :
to: to: | to: @
[T exclude notified documents
Reset
Tﬂ:apy | Eﬂove ‘ %Jelebe | Djﬁp&nown\oad ‘ r?)’rim: | Documents per page | 50 display results 1to 50 next
[T]  Type | Criginating TC %r Name, Title m % Document type Document subl Size Date modified  Notified
= ISOC 0 B 00-02-08, Circular letter, calling notice for the TC 10 meeting in Hone
123 National Title <None > il = = R ]
|} -lﬂ IS0O/TC 10 0 00-02-15, Circular letter (PAS enquiry regarding 3D modelling) None = 26KB 2005-05-09 Mone
None

K38 - EAEEDA AR

ERNREOENMRESNS L XEDTOEINIEBTRTEIND,
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International  National

Originating TC Int. Number 1Int. Action Int. Due Date Document type Date modified
Al mematon from: Bl fom = from: B
to: to: j to: :
[T exdude notfied documents
%opy ‘ Wove | é}@e\eh& | D:ﬁp & Download | .'%rint | Documents per page | 50 E| display results 1to 50 next
SR Int. Number Int. Action Int. Due Date 5 -
Lrginatng T n Document type Document subtype Slze
[T] Type Criginating TC Nat. Number MName, Title Nat. Action Mat. Dus Date Document type Document subtype | Fnt Size | Date modified | Notified
B 1] 1SO/TC 10 o Dﬁfjﬂs, Circular letter, calling notice for the TC 10 meeting in None 5 27KE  2005-05-08  MNone
123 National Title INFO 2011-02-24 ﬁ
(&) 1| IS0O/TC 10 0 00-02-15, Circular letter (PAS enquiry regarding 3D modelling) Mone [zl 26KB 2005-05-09 MNone

None ﬁ
Figure 39 - View national attributes

It is entirely under the responsibility of the national committee secretaries whether they enter national
attributes and, if they do, which data they enter.

7.2 Modification of International Document or Folder Names

The secretary and secretary support team of a national committee can change the name of an
international document or a folder (e.g. by renaming and translating it into the national language) on the
national committee. This allows a more customized view of the international documents inside the
national committee without changing anything in the original 1ISO and/or CEN committee on the
ISOTC/CENTC server.

To modify the name of a folder or a document:

a) Click on the blue arrow behind its name to open the Functions menu
and select Properties/ General:

mﬁ ® » £ Comnittee home & » ﬁSFS (ofs LN IS %Ubram (G men‘ 150 Documents & ﬁ‘lsolitozz'koadvehicls. = ]
Navigation Menu 6 (Alten types) || [Search insam
Committee Home B copy ‘ 3 Move || §% peke ‘ 2] Zp & Downkoad ‘ ] ZpkEmsl ‘ % et
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iy ks [ Tupe Name Sz Vodified
Nationsldocuments [ (9, oL Publcinformation () 1lem 01102-1200:21
International documents j 107Ttems D11-021200:21
Vember List [ [l EJ 03. Meetings and resolutions [ 41tems D11-02-1200:23
- Cpen

Enalo Seretary - < 41tems 01102120023
Email to Members R Confiqure
Vil Archive O [, 0. Balotngand conmenting (| 21tems 01102-1200:24
User Guides [ B3 working roups drectiy bound Add toFavorites 5 tems 2011-02-1200:18
Sub-committees E',g Copy || 3] Move % D/ Copy Joad ‘ ] Zp&Email ‘ 5 Print |
Foums Wake Shrtat
Conmitee News
Faciitator Controls~ » | B1tEmS Move

EMal Enable

SetGroup Notfication

Set Notification
Set User Notification

Make News

Permissions

Explore from Here

Print. General
Subscribe to Rendition | Audit

Version Contral Categories
Zip &Download Classifications

Zip &E-mail Master Mirror Info
Delete Presentation

boprtes )| Refornces

Figure 40 — Properties
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b) Enter the name you wish to be displayed for this folder on the National committee
and click Update:

}ﬁ =+ [ committee home =) + ¥sesfcow0 (2 C@M = & mau‘ 150 Documents (=1 & ﬁ[soﬁ( 022 "Road vehides... [¥1 » [ 03. Meetings and resoluti... (=
General Audit Catjgories | | Classifications | Master Mirror Info | Presentation | References
| Name: ﬂua. Meetings and resolutions ] Type: : 3 Folder
| Description: = Size: 4Items
Display: @ List ) Featured () Hidden

Created: 2011-02-12 00:23 Modified: 2011-02-1200:23

Created By: Admin | Owned By: Admin

Nicknames 494150 [Ghange | Short Links: E-mail the "Properties” shortink = [OK]
| Best Bets value: | Best Bets Expiry: - - -
| )

Figure 41 - Update Folder Name

/d)\ You cannot rename/modify the root folders of a national committee. The root folder
%7 are the folders with the name “ISO Documents” and “CEN Documents” (the last one
only visible for European CEN members)

7.3 Deleting International documents and folders from the NTCLite server
7.3.1 Deleting International Documents and Folders

The secretary and secretary support team can delete documents or folders from their national
committee (e.g. in case that it is deemed that these documents are not relevant to national stakeholders
or that certain types of documents, e.g. DIS/FDIS ballot documents should be exempted).

Deleted documents or folders are only deleted in the specific national committee. If a secretary deletes
a document; that document will only be deleted in his national committee, it will not be deleted in other
national committees or in the mapped ISO/CEN committees.

Documents and folders are not really deleted, but only hidden by the system. The deletion of a folder
also deletes all documents inside this folder.

To delete a folder or document from the National committee:

a) Click on the blue arrow behind its name to open the Functions menu and select Delete.
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QQIJDPY| HMove | FHpeete | Sl
[ Type Wame
E3 01. Public information (=]

£ 02. General committee documents [
£ 03. Meetings and resolutions (=1
2] 04. Projects (=]

£ 08. Balloting and commenting (=1
£ Working groups directly bounded (=

Bicopy || Fiove || ot || STz

OOoOoomEoQ

Gitems

Open

Configure

Rename

Add to Favorites
Copy

Make Shortout

Move

E-Mail Enable

Set Group Motification
Set Notification

Set User Notification

Make Mews
Permissions

Explore from Here
Make Rendition

Print

Subscribe to Rendition

Version Control

Properties 4

Figure 42 - Delete folder

£

National attributes which may have been assigned by the secretary of the national
committee to ISO and/or CEN documents cannot be restored. In the same way, in case

international documents or folders have been re-named, these names cannot be

restored.

7.3.2 Restoring International Documents or Folders after Deletion

To restore deleted documents or folders, go to the national committee in which the object (folder or

document) used to be located.

a) Click on the blue arrow next to the National committee name to open the Functions menu

and select Properties/List Deleted Mirrors:
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Navigation Menu

Committee Home
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N-Documents List
N-Documents Notification
International documents
Member List

Email to Secretary

Email to Members

Mail Archive

User Guides
Sub-committees

Forums

Committee News

Edit Banner
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| [?.J Lype | Name . Set Group Notification
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Make News '
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6 r

“—J 80. International Documen... (=] EISO Documents =] ©

Figure 43 - List Deleted Mirrors

b) You will be directed to the Deleted Mirror Objects screen which shows you a list of all objects
that have been deleted in the national committee. To restore an Object, select it through the tick
box next to its name and click Restore:

General

Specific

Audit Categories List

i Mirrors N

=2 E‘EREtDre |

Master Object

deletion date

D Master Location
(] l[SOfTC 034 Food products™:02. General committee documents
- ’Fﬂ Restore |

-
=] _nN1278_New_Mi - Word_D:

2012-05-07 15:12

|>

Figure 44 -

Select deleted mirrors

National attributes which may have been assigned by the secretary/secretary support
team of the national committee to ISO and/or CEN documents cannot be restored. In

the same way, in case ISO and/or CEN documents or folders have been re-named,
these names cannot be restored.

& Please note that the menu option “List Deleted Mirrors” will only be visible if documents
- or folders can be restored. Therefore if no documents or folders have been deleted in
the national committee, this option will not be visible.
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7.4 Defining document filter settings

By default, all types of documents, including DIS, FDIS and other ballot documents, are included in the
dissemination service. DIS, FDIS or all ballot documents can be automatically excluded from the
dissemination service by defining filters. For example if a national secretary defines a filter to excludes
all FDIS documents from its committee, then no FDIS documents will be copied from the mapped 1SO
committees to the national committees.

The filter settings can be updated:
- by the user administrator for all national committees of their Member Body or,
- by the secretary/secretary support team but only for their national committees.

To define document filters, click on the Define document filter settings from the Enterprise menu:

@iso.org erfiso.org

010 o] ecday, 2013-03-26 LIVE
rsonal Is - Help -
[ | Workspace % Ubg-out [El Contents
[ Fa & chttings For This Page

i
Users & Groups

| Committees I
@UNI =+ £ committes workspace & #Mﬂc 010 "Test” =l © q Define document filter settings (2]

Download Clients

Navigation Menu & ey P&i Livelink Explorer

Committee Home Type Name - Sire T); "C_Iassiﬁmﬁons
My Committees E CEN Documents [=] 1 tem
Sub-committees

m 150 Documents [=] 1 tem

International documents

5
Member List lview more

Email to Secretary
Email to Members

Figure 45 - Define document filter settings

7.4.1 Adding a filter for all national committees (only user administrators)

To add a filter for all national committees, click on the green plus icon & above the list of national
committees, select document types from the drop-down menu and click the save = icon:

FOWERED E'T

- stadler@iso.org q
Define document exclusion Monday, 2010-05-03 Livelink

Tools - Help -

Personal - Enterprise ~

| Ask Livelink a Question ‘ - " Enterprise ‘ - H Advanced Search
& My Workspace = Workspace # Log-out Contents

Y Favorites [ Users& Groups @ Seftings For This Page

This page allows to define filters to exclude documents from the NMC service.

By default all different types of documents {induding all ballot documents) are induded in the MMC document dissemination,

By dicking the icons E‘ and ﬂ below you can add or remave filters. To save your modifications please press at the bottom of the page.

Active filter(s) for all NMC committees
- EI%E

Type NMC Active filter(s) for specific NMC committees
W Coffee exdude FDIS documents - =leld
- exdude DIS documents - =leld
'm Dorothee's test committee [(x] E
B Farben (= £
W nkisE exclude FOIS documents v | = 2]
W wizskoiE EJ
W e (=]

Figure 46 - Active filters for all national committees

To remove a filter, click on the red minus icon = next to the filter.
When you are done with adding/ removing all the filters you like, click Save at the bottom of the screen.
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This page allows to define filters to exclude documents from the NMC service.

By default all different types of documents {induding all ballot documents) are induded in the NMC document dissemination.

By dicking the icons ﬂ and ﬂ below you can add or remove filters. To save your modifications please press at the bottom of the page.

[ Active filter{s) for all NMC committees
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Type = NMC Active filter(s) for spedfic NMC committees
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7.4.2 Adding filters per national committee (only secretary/secretary support team of the national
committee)

To add a filter for a particular national committee, click on the green plus icon kil next to the national
committee, select document types from the drop-down menu and click the save = icon:

This page allows to define filters to exclude documents from the NMC service.

By default all different types of documents (induding all ballot documents) are induded in the NMC document dissemination.

By dicking the icons E‘ and i‘ below you can add or remove filters. To save your modifications please press at the bottom of the page.

Active filter(s) for all NMC committees
(@]

Type  NMC Active filter{s) for specific NMC committees \

CEN: exdude FV ballot documents
CEN: exdude UAP ballot documents
CEN: exdude PQ ballot documents
CEN: exdude UQ ballot documents

CEN: exdude Enquiry Ballot documents

CEN: exdude all ballot documents
150: exdude DIS documents
150: exdude FDIS documents
150: exdude all ballot documents
S

Figure 47 - Filters for specific national committees

To remove a filter, click on the red minus icon ' =:! next to the filter.

When you are done with adding/ removing all the filters you like, click Save at the bottom of the screen.
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This page allows to define filters to exclude documents from the NMC service.

By default all different types of documents (induding all ballot documents) are included in the NMC document dissemination.

By dicking the icons El and Ei below you can add or remove filters. To save your modifications please press Save at the bottom of the page.
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8 Notification services about document availability

8 Notification services about document availability

Only the secretary and secretary support team can notify documents from their national committee.

8.1.1 Manual Notification of Documents

a) To manually notify document, navigate to the Folder where the document(s) is/are located.
b) Select the document(s) that you would like to notify and click on "Notify".

| (Al item types) | - | |5.5'am’.1 in name |):’|
4

Bl copy ‘ ] Mave | % Delete ‘ B3] zip & Dowmload | [ zip & E-mail | 58 print || L] oty |

T Name Size Modified
IEEI Heldesk Admin Guide w1.0.docx = Open Download 205KB  2011-02-1203:34
EEI 150 17301-1 (E)-rev.doc (= Open Download 147KE  2011-02-1203:34
14 E ISO-TC34 N1283 Cairo_meeeting Draft Agenda.pdf =] Qpen Download A0KE 2011-02-1203:34

Bl copy ‘ ] Mave | % Delete ‘ B3] 7ip & Download || [-]7ip & E-mail | 154 Print | [ riotify |

Figure 48 — Notify documents

¢) Inthe next window click on Continue

Notification Template: Default_Template.html

MMC Dy t(s) Type NMC Originating committee Name Info
IE'lI DIN/TC 002 "Thermal performances of buildings and building components™ ISCHTC 34 Heldesk_Admin_Guide v1.0.doct
@ DIN/TC 002 "Thermal performances of buildings and building components™ ISOITC 34 1SC_17301-1_{E}rev.doc

Valid Ttem Count: 2 NMC Document{s)
- (comme )| i) (s )

Figure 49 - List of documents to notify

d) A preview of the notification will open. The notification will be sent to all Members of the
Committee.

You can unselect/select roles to who you want to send the notification by clicking on the
checkbox in front of the role. You cannot unselect/select individual persons, but only roles.

The system remembers excluded users for future notifications.
b4
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Al
Type MName Size Modified
Ell Heldesk Admin Guide w1.0.docx (=] Open Download 205KB  2011-02-1203:34
Ell IS0 17301-1 (E)rev.doc =] Open Download 147KB  2011-02-1203:34
'-_,;| IS0-TC34 M1283 Cairo_meeeting Draft Agenda.pdf (=] Open Download 40KE  2011-02-12 03:34
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Notification Template: ‘ Default_Template.html
NMC Document(s) Type NMC Originating committee MName Info
@ DIN/TC 002 "Thermal performances of buildings and building components™ ISCHTC 34 Heldesk_Admin_Guide v1.0.doot
E'_ﬂ DIN/TC 002 "Thermal performances of buildings and building components™ ISCHTC 34 1SC_17301-1_(Elrev.doc
Valid Ttem Count: 2 NMC Document(s)
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8 Notification services about document availability

Recipient List - )
The list of recipients is Chairperson
displayed. You can Direct:
unselect roles by
.
unchecking the (o=
checkboxes.
Direct:
To: Observer
Direct:
Secretary
Direct:
Secretary Support Team
Direct:
- _J

Figure 50 - Document notification recipient list

You can also manually add recipients by adding email addresses separated by a comma ().

External E-Mail Addresses:
Please separate e-mail addresses with & comma (, ).

Figure 51 - Document notification add external emails addresses

/(’D\ The email will not show the distribution list, but every person will receive an individual
%o email. The sender address will be livelinkadmin@iso.org , however the reply-to
address will be the email of the sender.

The Notification Template cannot be changed.

The Subject, Message and Message Footer are pre-filled with default text. You can edit these fields to
customize the email according to your requirements.

The Document list is set with the list of documents you have chosen to notify. It will contain links to the
notified documents as well as a link to a Zip-file download of all notified documents. This makes it easy
for the Committee Members to access the documents directly from the email.

NTC Lite User Guide helpdesk@iso.org



38

Recipient List - )
FEERMSEREND, e
FvIRVIRDERE Direct:
NFET HEETD Member
REDZEEE
@(:L’b“f‘é‘éo Direct:
To: Observer
Direct:
Secretary
Direct:
Secretary Support Team
Direct:
\_ _/

B 50 - XEEMNZEHIXL

F2. AT (O) TRUDTMBEA—ILTRLRZEMT ML, JIEEFEFANTEMI SHELTES,

External E-Mail Addresses:
Please separate e-mail addresses with a comma (, ).

B51 -3 EEH TEA—IILFPRLREBINT S

@ E X—JLIZIZEETT YR MR TRSAGD, TEIE XA—ILEZ5T B, EIEED E X—/LFRL
7 X/F livelinkadmin@iso.orq &L THRFRSABS, BIETFRFLXIZIZZEEE D EX—/LFRFL XA
FrEhB,

BHTYTL—MIEBRTELLY,
Subject, Message. Message Footer(Z[X, T 74 ILEDTHFAMMEEICAAEINTIVS, CNLDEEREL. EXRE
BIZADETEA—ILEHRATAXTBHIENTES,

Document listld, BT A EFRIRLI=-XEAMBRESN TS, TNIE. BRTEIXEADYVHE BT
BEXENZpHATDIDUA—RAD) U IEEL, TNIZKY ., FEEESAVN—DEA— LML XEICHEICE
E79tATES,



8 Notification services about document availability

Motification Template:

Subject:

Message:

Document list:

Message footer:

Default_Template.html +

Document notification for DS,/ Test 001 "Test committee (NTC lite)”™

Dear members,
here are the latest documents.

Int. Int.
Originating Number N Action
TC Nat. LD Nat.
Number Action
IS0 NP 14844-8 Report of Woting pdf
ISOTC 209 Cleanrooms and associated controlled environments ? Part 8: Classification of air VOTE

cleanliness by chemical concentration

ISO_DIS 14644-2 (Ed 2) Report of Woting.pdf
ISOITC 209 Cleanrooms and associated controlled environments — Part 2: Specifications for monitoring VOTE
and periodic testing to prove continued compliance with SO 14644-1

Download as ZIP: Click here
View document list: Click here
Goto committee homepage: Click here

with kind regards,
Secretary of DS/Test 001 "Test committee (NTC lite)”

Int. Due
Date
Nat. Due
Date

2011-05-21

None

2011-05-02

Mone

Document  Document

type subtype
Ballot NP Ballot
Ballot DIS Ballot

ﬁl

Figure 52 - Document notification details

e) To send the notification email, click on the Send Button. This will send the notification to the
selected list of Committee Members.

8.1.2 Automatic Notification of Documents

This feature is currently only available on request. Please contact your User Administrator team.

NTC Lite User Guide

helpdesk@iso.org




Notification Template:

Subjeck

Message:
o

Document list:

Message footer:
07

e)

Default_Template.html

Document notification for DS/ Test 001 "Test committee (NTC lite)”™
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Dear members,
here are the latest documents.

Int. Int.
Originating Number Action
C Nat. LoD Nat.
Humber Action
IS0 NP 148448 Report of Woting pdf
ISOTC 209 Cleanrooms and associated controlled environments ? Part 8: Classification of air VOTE

cleanliness by chemical concentration

ISD DIS 146442 (Ed 2) Report of Voting.pdf
ISOITC 209 Cleanrooms and associated controlled environments — Part 2: Specifications for monitoring VOTE
and periodic testing to prove continued compliance with SO 14644-1

Download as ZIP: Click here
View document list: Click here
Goto committee homepage: Click here

With kind regards,
Secretary of DS/Test 001 "Test committee (NTC lite)”™

E 52 - XEEMDEEM
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Int. Due
Date
Nat. Due
Date

2011-05-21

None

2011-05-02

MNone

Document  Document

type subtype
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Ballot DIS Ballat

BRIEA—)LEEIET BHIZIE, Send RELED DT H, CNT BIRLEZEESAV/AN—DYAMIBHAZE
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9 Helpdesk and Info

9 Helpdesk and Info

For further questions and assistance for the NTCLite and other ISO IT applications, please contact the
ISO helpdesk helpdesk@iso.org.

To create national committees and users and role registration, please contact your User Administrators.

You will find the user guides for all ISO applications under http://www.iso.org/e-quides

More information about the National eCommittees Lite and other ISO applications can be found at:
www.iso.org/eservices

NTC Lite User Guide helpdesk@iso.org
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